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23 August 1948
MEMORANDUM
25X1A9A 1o, -
FROM: Chief, Piscal Division

SUBJECT: Position of Special Assistant
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1. After oconsiderable thought, it has been determined that it will
be necessary to have & grade CAF-11 position established in the
Fisoal Saction. This position will be somewhat similar to the one

25X1A9Ahich Mr.[ | has been occupying ss Fiscal Inspector. The
position could be identified as "Fiscel Inspector,” "Special
Assistant,”™ "Administrative Officer,” or "Fiscal Procedure Analyst,”
It is believed that Fiscal Procedure Analyst or Special Assistant
would more nearly reflect the actual duties which would be per-
formed by the incumbent.

2. The fact that disbursement facilities of both the War and
Treasury Departments will be utilized during the next few months
makes the need for this position more urgent. The volume of work
is such that the problems and activities handled by the person
ocoupying this position could not bs handled by the Chief or
Assistant Chief, and could not properly be included in the duties
of the various unit heada.

S. The duties of the person occupying this position would be sub-
stantially as follows:

&. Responsible to the Chief and Assistant Chief for an intenaive f
T study, interpretation, and application of special laws,
reogulations, decisions, fiscal office methods, rulings, and
procedures governing the audit and accountability of appro-
priations and funds. This responsibility is of a specialized
nature over and above that of the Chief, Assistant Chief,
25X1A and the Chief] |

b. Make periodic and special audits of accounts as may be
required.

){ S« Responsible for coordinating and furnishing the Chief,
Aasistant Chief, and the several unit heads with respsct
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to the interprstation and coordinstion in so far as the
application of rules, regulations, and procedurss pro-
soribed by the Osneral Acoounting Offioce, Buresu of the
Budget, Tressury Department, War Dapartment, Havy Depart-
meat, and the State Dapartment is sonoerned.

./ d. Responsible for contact and follow ups where nucessary
with other government agencies for the purpcse of assist~
ing unit heads in disposing of complicated sudit and
accounting problems.

N\f; . Aot as & consultant and staff member [or the purpose of
planning, supervising, or making comprehensive studies of
fiscal organisational units, administrative operations,
and/or specific operating procedures in which the Chief,
Assistant Chief, aund all unit hoads are interosated.

£. To mgt in the absence of the Assistant Thisf, Fiscal
Section, or ons of the unit heads, as temporary opsrating
head of & unit with the particular view in mind of assiast~
ing in the davelopment or improvement of the organiszation
and coordination of administrative opsrations or improve-
ment of specific operating prooedures.

. g- Ald in the {nstallation of procsdurss relative to fiscal
activities and performing special investigations for the
purpose of reporting thereon to the Chief or Asaistant
Chief, | L|

4. It appears that the positiocn covering the duties outlined above
is ossential in the "iacal Section and does not interfere with or
duplicats the duties appliocablo to positions which may be established
elsewhers, including the Office of the Chief, Finance Division.
Special problems pertaining teo legal and rogulatory matters ars con-
tinuslly arising and are so numerous that they must be given
specinlized attention. These problems are ones which cannot or
should not be normally referred to the General Counsel or other
organisetional unit in the agency and must be given immediate
attention.in most cases in order to expedits the operations of

the sntire Fisoal Seotion or some unit thereof.

5. It will be appreciated if you will take steps to satablish
this position at the same time as others are doveloped on bshalf
of the Finance Division.

| I 25X1A9a
KEW : jml Chief, Fisoal Divisiom
cc: Mr,
Mr, Saunders
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